APPLICATION FOR RECORDS DISPOSITION STANDARD

/ Coa
INSTRUCTIONS: Prepare in duplicate and forward to the Ret_:ords Management Analyst, Management Systems Division i
3. Dept , Division, Sululivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE

! : . i?ate Receaived Application No. Date Completed

Department of Finance and Administration 34 197 Te-48
Division of Contracts and Procurement Ut ! 8 AUG 8 1978
Peachtree Summit, 401 W. Peachtree St. NE [ ! Aevlication 2. Dept. Application No.
Atlanta, Georgia 30308

—

4_Person to Contact ) 5. Working Title  Manager of 6. Telephone Number
Allan B. Johnson, Jr, _Procurement Administrati _5%6-5143

e - T - o, il e e T T et i~ g T 5 i s R~k el L el W

7. Action Requested

a. B Establish Retention Schedule; record will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated. )
c. [0 Amend Application No. . Check One: [J Change; [3 Supercede; [ Void
8. Dates of Series T, Records Series Title (followed by title used in office, if different) o
Earliest L atest l ’
1972 N Present | Procurement Unsuccessful Bids Files
10. Division and foiceLFunction What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and 4
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. l ’

11. Record Series Description This file contains the folI;ving documents {include form numbers and titles, if any):
Attach samples of the file. b _
Documents relating to: Vendor submission of a completed bid document to provide

specific operation items to the Authority.

Included are: Completed bid documents of vendors not awarded a contract
on the subject operational item, ‘

File is arranged: Numerically by Contract Proposal Number.
15. Monthly R_e'ierence Rate How often are records re‘ferred‘t‘i" which éré: ) 1
One to six months old M ; Seven 10 twelve months otd 0 "'__1-__.‘_ ; Thirteen to twenty-four months old 0 ] .

twenty-five months and alder ____Q_ i ?

13. Annual Rate of Accumulati_on of Records

Letter-size drawers oo ; Shelves 1 - DOther f,pec,'fy;

—; Legatl-size drawers

3012 (3/76)




YES ( NO | 14. Quest:onnaare (Pface an )g m the proper column} . A
a. Is this the official copy of 1he series? o T
If not, where is ir? . ‘ : . o .
r h. Does the series contain confudemla! information requiring security handling? If ves, cite law or fegulation. T T
X ! 3 ! '
] A _ —— . S : — .
~7 c. Isthis avua! r!cord?'
1 x il R L O S ]
X o Dm-- n‘f.-. o nuﬁﬂm istarie: nl ™ Innq lesm resesech villun?
o WhEn e on twes o vt o e Dide ke o sy 1o heeps the ennae hile Loy o long petiad, could these dosunueits, e
X scheduled separately? "
v _f._Is the information comanned in this series ever pubhshed? " yes attach copy. T i
'x 9. Is the information contained in this series ever analyzed and/or recorded in a summarized report? T T T
It yes, altach copy.
h. Istherea duplication of this series in v0ur ufhce or rin anothar oftice or agency? ) T
X U yes, where?
[ i 1 his series (o  major gortion of it) cegularly microfitmed? T e =
1. thes series jor a major on of 1t} regular mmro Hme
] x [ L isthissen for gortior gularly e
j. Does the record senes re!ult :n a computer prmtout?
15. Retention Requirements The following requires the series to be kept: ’ - o
a. State Law — years. d. Audit period . years.
b. Statute of limitation e e e —m_ . YIS, e. Administrative need ———— —_____ years.
c. Federal law — . YRS, . Faderal retention instructions —— 3,_-_._ years. F-Mn.‘

Attach copy or excert of laws or regulations. Explain administrative need. /Y W fﬂ_{ /’/MZ? s f
Umr#  Eom. Ird-ys Ju/x

b — e~ —a e ———— .

16. Approved Disposition Instructions This agency recommends that the file series be cut off a1 the end of each
[ 1 Calendas Year; [ Fiscal Year; M Other _ €8 -ﬁbQJWZ,;___..__._._._____H___,H then,
{J Hold in the current filesarea ___ __ ______monthis) ___ e ——e. yearls); then
03 Transfer to local holding area; hald . —.._ year(s); then
OJ Transfer to State Records Cenler; hold ___..___ . _ _ yearls); then
O Destroy. 4

[t

[ Transfer 10 State Archives 6¢ permanent retention.
B Other (Specify!

Hold in the current files area one year after completlon of contract of
successful bidder, or as determined by the Manager of Procurement

Administration. .

Then: transfer to Authorlty Records Center. Hold for three years past
completion of MARTA project; then destroy. |

These instructions apply to all prior and Tulura accumulations ol the sarnes

{Indicate brieliy wationale Tor recommendations ahove/or wrile ,;r_{(hnnnal remarks):

17. APPROVALS

Approved  Oepariment Records Management OTficer

|

MARTA Manngement Adwmrv ‘Commitiae Date

) Approvod




